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ABSTRACT 

This aanual provides a basic guide to vage and salary 
adsinistration at saaller institutions of higher 
education— institutions with 400 or fever full*tiae nonacadeaic 
eiployees and a relatively uncoaplicated administrative organization* 
Esphasis is placed on definitions and benefits of the process # 
assigning responsibility and authority, deciding which jobs are to be 
evaluated, deteraining the evaluation approach, establishing 
coapensation policy, and assuring prograa aaintenance and review. 
Appendices include a governaent bulletin on egual pay, a job 
classification plan, job description questionnaire fora, saaple of a 
description of duties, suaaary of grade levels and pay scales at a 
saaple institution, saaple class specifications, definitions of 
teras, and a bibliography* CHJfi) 
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FOREWORD 



This manual has been prepiuvd in the hope that if will 
meet the need of smaller academic institutions for a 
hiisic guide to wage «md salary administration. The idea 
for its pn:p;uiition came originally from NACUBOs 
C\wmittee on Prt^grams for Small Colleges, and the 
concept subsequently wa*^ refined in a large number of 
committee and interassinriaiion consultations, in an 
effort to discover what kind of guidelines and exhibits 
mitiU be most suitable and helpful. This publication is 
the result. 

The '"smaller institution'* visualized herein is the 
institution (two-year or four-year) with 4tK) or fewer 
full-time non-academic employees and a amatively 
uncomplicated ;tdministrative org;miz;ition. and this 
manual is intended primiirily for wage and salary ad- 
ministration for r mployees who are not exempt from 
the overtime pnwisions of the Fair loibor Standards 
Act. But that is for visualization only. The guidelines 
will have proved their value if they are found useful by 
any institution seeking to develop a wage and salary 
administration pn>gnun that is straightfoward and 
simple in design and a*sponsive to sound management 
principle. 

NACTIBO is pleased to publish this miinual. as- 
suming full respi^nsibility for form and content. As has 
been suggested, however, the manual is the prixluct of 
a wide combination of contributions, for all of which 
NA( UBO is grateful, 1o the wntinuing interesi of the 
Smiill C\)lleges (\wmittee, under the chaimianship of 
A. Dean Buchanan, of C alifomia Lutheran C oHege, 



ws'^ added that of the Pcrscmnet C ommittee, headed 
by Carl Kasten. of Drake University. The whole effort 
benefited throughout fnwi counsel provided by and 
thaiugh the College and University Personnel Asso- 
ciation with the encouragement of CUPA*s president ♦ 
John M. Cutler 11 1, of Emory University, and CU PA\ 
execuo v director, Frank Mensel. All of these inter- 
ests cal l! into fiKus thixHigh the work, as primary 
author, t l T -eonard Harper, personnel director of the 
Universii; of Oklahoma and chairman of the FUluca- 
sion Committee of CUPA. It was Mr. Harper whii put 
in ^VijSt I '^m the original text that otters reviewed. Mr. 
Harper brought to his assignment a perception of the 
need, a wide experience, and an enthusiasm for the 
project as a contribution to college management. He 
has the thanks of all. Dean Kelsey, Vice President- 
Business. Albright College, was the person nuist di- 
rectly responsible for seeing this project to fruition. 
He has NACUBO^s gratitude for his foivsighi and 
perseverance. 

It is realized that revision or expansion of this pub- 
lication may be indicated in the future, not only to. keep 
pace with changes in the field but to respond to institu- 
tional needs. It is hoped, meantime, that this manual 
will indeed prove practical and useful and that it will 
become a stiuling pi>int for development of additional 
guidelines of broiider application. 
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A wage and salary admintvtnition plan is an orderly 
k gnuiping jind ranking of jobs based upon analysis 
of the ji>h content and the place of each jt>b in the or- 
^ization. Compensation, including starting pay and 
progression to a job maximum, is then assigned with 
similar logic. 

It has been said of this pnvess that its goal is to 
pnwide each employee a salary that is internally equi- 
table and externally competitive. A new i>bjective is to 
make the institution extcmally creditable, since gov- 
ernment requirements for equal empkiyment opptir- 
tuntty can himily be met without the documentation 
pmvided by a formalized wage and salary administra- 
tion plan. 

Accordingly, every small institution shtnild seri- 
ously consider the implementation of a wage and sahiry 
administration prognun. The benefits to be gained be- 
come convincing when one considers that such a 
program: 

1 . Provides internal equity and supports the devel- 
opment of positive empk>yee attitudes with re- 
spect to administrative fair play. 

2. Provides a basis for comparing campus jobs with 
similar ones in the surrounding labor market, so 
it may be easily determined what mtes are fully 
competitive. 

3. Assists in satisfying requirements of law and 
regulations having to do with equal pay and 
affirmative action. 

4. Aids in recruiting employees by pnwiding infor- 
matkw iw earnings potential and by describing 
a career I^Mer for personal improvenwnt and 
advancement. 

5. Ciives administrators an objective rationale for 
compensation deciskms. 

6. Aids effective utilization and mimagement of 
personrwl resources. 

Wage and salary administration pro-ams may vary 
in ccwnplexity. The pre»gram inkipted by a particular 



institution should be one emphasizing maximum sim- 
plicity within the context of its own iK*eds. providing, 
in its approach to compensation, a system that is 
easy ami economical to implen^nt and maintain. 

The objectives of this handbtwk are to present the 
essentials of a gtxxl pn^gram and then toofler to smaller 
institutions the actuiil pnvcdures for implementing a 
simple version which couki be put into effect with min- 
imum further study. Many options and refinements will 
be passed over in favor of placing emphasis upon a sin- 
gle plan with immediate application possibilities. 

A number of specific steps should be t;iken in con- 
stnicting a pn^ram. These include: 

1. Assigning respimsihility and authority for wage 
and salary administration. 

2. Deciding which jobs are to be included in the 
pn^am. 

3. Determining an approach to use in building the 
program. 

4. Establishing compensation polky. 

5. Assuring program maintenance and review. 

It wilt be helpful to discuss these steps one by one. 

ASSIGNING RE^MSIBIUTY AND AUTHCHUTY 

The chief executive officer of an mstitutwn shtnik! 
make clear the assignment of rcspt>nsibiliiy for non- 
academic personnel matters including wage and salary 
administration. Since in most small institutions these 
resptmsibilities rest with the chief business officer, this 
handbook is addressed specifkaiiy to hisiness i^'ers.'*' 



•An in st> mmy other aspects iif admrnistnititm. ttw Icadt'rship 
Tvik «f the jwsWcnl i% vilui. If he or she is m iimccmetl ahxjl 
having jjwid p«m«niKl atlminMnaitw, the business rtflt-cr can ex- 
pea only slow progrws. especially in \hm« ijtv«s n*H iimter hi* *«vn 
supervision. 
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DECIDING mum JO^ ARE TO BE EVALUATED 

Before job (kscriptiotiK are ctfikvtt^. it is tmpiiftant to 
settk the bavic question of which kinds c^' j^^s are to 
be included in the wage and salary pian. 

Cienerally speaking, non-teaching .jobs can be 
grouped into btvad job types such as administrative, 
pmfessionai. technical, t^ce ami clerical: and mainte- 
nance and operations. To the greatest extent possible, 
all of these job families should be included in th 
and salary structure. 

Since the development of a ct»npiete progr^. ^es 
time, it nuiy be necessary to give attention to jcrt^s on a 
priority hasis. »i devekiping the priorities, st may be 
considered desirable to give attention first ?o tlujse 
j4^s neprcsenting the largest numbers of pi>siti«»ns or 
the lai^est expenditures ofnuincy.* 

It is advisable also to consider when? in the ran^;^ of 
j^ibs the greatest benefit can be realized in alleviating 
problems of tumtwer. recruitment, and work force 
efficiency. In light of these factws. jobs typically filled 
by students and temporary or part-time employees 
may be gaven last attention. Top administrative posi- 
tions arc often left out of the forma! structure entirely. 

The principles discussed in the fisllowing pages 
siKHild be applicable to ail non-teaching jobs. For the 
sak, of simplicity, however, the text of this handbtwk 
has been directed mainly toward the non-administra- 
tive, mw-professional jobs which are comnuwly given 
the gn>up description of "non-exempt," meaning that 
the jobs are covered by the overtime provisions of the 
wage and hour laws. For an inclusive term covering 
secretaries and clerks, technicians, mechanics, gar- 
deners and waitresses, "supportive operating staff" 
seems to be a good suggestion. 



DETERMINING AN AFPROACH TO USE 

While numy variations are used, methcxis of wage and 
salary administration generally are of four kinds. They 
include: 

a. Job ranking. 

b. Classification. 



'fkrne msitmkm might find it sMivisahte tu give prkxiiy to 
gwups t>f Ribs in which men and women dt> >,'mihr vmrk. There may 
be vulnerability to prosettjiiiw under the Equal Pay Act J 96? 
which fctjufre<i that nien and woirten performing equal work must 
reeeive equal p;»y. This has been held by the t»»vemment und ciMirt*. 
lo mcan-;js one impiulan! example -thitt "•clcstning is tlcimini!." 
1^ therefore pay dilfercntiaJs for janittirs (mate) and maWs (fcmatc) 
have been found to be illegal In swok inslitutionii and pi*Ue ^hoai 
«y««nw. A gwiHl job description and cfc«<iirtcattan mij^t avo«l such 
vufaienMIity. 



c. Point system. 

d. FiK:toi comparison analysis. 

The first two trf these will pnwe useful and prtictical 
(iX small institutuHis. The latter tW4i rcpn^tient ap- 
pa^aches which are usually Uio complicated ami too 
lacking in conWiensurate benefit to be applied in small 
institutkms withiUit outside technical assistance. It is 
better to follow the rule of parsimony in this Instm^e 
and seek the approach which is maximally simplistic 
yet vulequate for providing institutions the several 
b< nefits of a structured program. Beluw are the pre- 
ferred methods for small colleges and universities (job 
ranking and classification} with brief descriinions of 
hiw to install them. 

JobRsuikii^M^hod 

1 . Arrange all ji^s by titkj in order of increasing value 
to the institution. Rankin.^ is done with the help of 
department heads and supervist>rs working with a 
person designated as the ranking coordinator. 

a. Gather and read irklividual.i4)b descriptions. 

b. Rank the jobs based on the understamiing gained 
fnm the job descriptions as to: 

( 1 ) Responsibility f-^r items of value and/or for 
consequences of performance. 

(2) Education and training required. 
{}) Skills and experience required. 

(4) Level of supervision required. 

(5) Level of supervision given others. 

(6) Working conditions, physical efibrt. 

(7) Contacts with students and public. 

2. Establish pay rates for each job title. 

a Reflect a rate of pay for each job title represent- 
ing the rate around which you wish individual 
rates for the job to cluster. Whik there shouW be 
room for exceptions, it is best to discoiira^ wide 
variations from the clustering effect. When it ap- 
pears desirable to vary widely, consider a differ- 
ent placement in the ranking scl^me. 

b. An eximiple of a com^nsed table of pay rates 
isonF<age3. 

c. The rates of pay rcftected in the table result fmm 
judgments of relative worth to the institution as 
well as awareness of competitive rates in the la- 
bor mariiet frcMii which empbyees are drawn.** 



•* Making a tocal survey ean be as easy as kecpinjt in touch with 
kKui banks, public schools, and similar em|tktycrs ttf clerical and 
seivice cmpktyecs, Administrators shiuild alrciuly be aware of 
where the institution fits in the ncii^hborhood pay scaks. Decisians 
to change internal compensafkin ievcts are usually based upon evi- 
dence that the external market is changing. This is must observable 
in the starting pay mc%. of course. 
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Cittsedficatioii Method 

1. Gather, read and ntudy job dcscriplwns so ihitt 
thoMj describing similar jobs can be grouped to- 
gether <same as for job ranking). See page 4 for 
development of formal, 

a. Analyse the descriptions to identify similarities 
tin the basis of details of the following factors: 

(1) Respiwtsjbility for items of value and/or for 
consequences of performance 

(2) Hducation and training required. 
(.^) Skills and experience a-quired. 
(4) ix'vcl of supervision required. 
(5> Level of supei-vision given others. 
if*) Working conditions, physical effort. 
<7| Contacts with students and public. 

2. Write ilms spfcifHutums for ev^h gawping of job 
iii'svriptums sharing similar characteristics. (Ex- 
amples of class specifications for several groups of 
jobs are given in Appendixes F and it.) 

3. Survey .jiibs in .he labtir market for each classifica- 
tion using the class specifications a.s the basic tool 
for devek)ping comixirative data. 

4. Arrange the classifications having similar rales of 
pay (based on any of the measumments of central 
tendency- i.e. mean, median or mtHk) into com- 
mon pay groups for administrative purposes. 

5. Devetop a p^y range plan to itt:commodale the pay 
groups developed thnnigh the survey and grtiuping 
priHr'edure. 

a. Use only as many steps (ranges) as are needed to 
display the significant differentials in pay be- 
tween one gmuping of jobs having similar rates 
of pay and another. This is a matter of judgment, 
though arranging the survey data in scattcrgram 
form will help detemiine where significant sepa- 
rations in pay rates occur. 

b. Ranges between the minimum and maximum 
rates for unskilted .iobs at the lower end of the 



c 



scale shiHildbefrom 5 to tO percent: semi-skilled 
ji>bs shiHild have about a 15 to 20 percent spread; 
skilled and technical positions. 2.^ to percent; 
pittfessionai and admtnistrutive posttioiis at the 
upper end of the j«:ate. 35 to 45 percent. 
A typical range structure for a group of jobs be- 
low the professional kvel follows: 

WACIK RANGE SCHtlJU! I! 
FORFiSCAI. VEAR 1976-77* 
HOURl V RAItS* 
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ilradf 
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5.47 


6.05 



Far ease of adminlstnition, two kinds of listings 
of ciassificatsuns should be developed. One list- 
ing shown the classilkationH falling into the same 
pay rai^e. The other shows ciassitkations in al- 
phabetical order reflecting the appropriate pay 
rate information as well. Examples follow: 

XYZ INSrniJ HON 

Pay Gmden 
Effective July I, I9_ 

Pay Cimdc I 130^2.39-2-49 
Clerk 

Helper, Food Service 
Janitor 

Pay Cimde li 2.44-^2.59 -2.73 
Ca!<hier 

Checker, Food Service 
t-aborer 

Pay Grade 1 1 1 2,63 ^ 2,78 - 2.92 

Cterk Typi^if 

Fitreman, Janitor 

Operator. Keypunch 
Pay Grade rv (etc) 



•Pa*Himahfy the scheduled hmAy mc% mmUi he n>ovcd up- 
u^ard unifarmly wheocvcr *'cii%t erf living.'* "avcn^'." *'acnm- 
!he-K^'* incfean*^ given, w when minimtjm wage Icgislalkw 
mi*ke% m incrvaM? mandatory. The differcntiaK hciwcen minimum 
and nmj^imtim thus w^uiW reft;ct only meril uml/or H'nMriiy. Differ- 
tfntwjs in the kwer gr«4de% are narrow hecauJic it diVMi't take knig 
for a worker to bcaime ftiKy paiftckmt for the job. Acriii»>i-the-boaid 
pay iiiereai»eii have heen %o nxitinc in ivcent years ihw *"btimping the 
eciMng" has not heen a ijencnd pivhfcm. 
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ihwloimn it Job Ih'snifftioti Fomuu 

A job descriplUm questionnaire shniiW be as simple to 
use as possible. As a general wk it is used as a basic 
infonnution-gathering ikvument whieh, asoften as m«. 
will need supplementation by the personal t^serva- 
tkms of the study ciHirdinator. ( A simple questionnaire 
format is included in Appendix C.) Additional ques- 
tions may be added to the form if desired, but, in any 
event, the followini* areas of information shi>uld N: 
developed: 

1 . Present title of the j» 'h. 

2. Organizational placement of the job. including 
the reptming structure (to whom the .job holder 
Fcpitrts and faim wium he or she receives re- 
ptirts}. An oipmtzatliwai chart often makes the 
placenwni clear. 

3. A short summary of «he primary functions of the 
job. 

4. A listing, in sufficient detail to be understtxxi by 
a person unfamiliar with ;he job. of the specific 
duties performed. 

5. Specific tools, machines, equipment and mate- 
rials used in tasks. 

6. References to unusual conditions of work such 
as hazards, heavy travel, irregular hours, etc. 

7. Education, training and experience required. 
^. Skills, aptitudes and ;a^i!ities required. 



♦When u puy plan i> l« he published ami generally distrihutcd, it 
is important to give information aNnit it to employees and adminis- 
tnilors alike The value *»f the piugranj sh<ni!d k- cmphiisiA'd wifh 
p»ni«;ular atlenliim javcn to deM:rihing its henuflts in pntviding for 
internal equity wHhin daJisifkatitim of empktymcnl as welt as Uw 
«xt«miiia<mpetittv«neii<i. (Stx Appendix B) 



Individmds a.vked to complete job descriptianii 
should be prepared thoroughly for the project. havit)g 
been tnfomied of such things as: 

} . Puipuse - the devetofmicnt u system for pay- 
ing empkiyees competitivcr' and fairly^ 

2. Security -tH> terminations or pay cuts as a re- 
sult of the study. 

3 . Completeness of tnfonnation - clarity, precision 
and completctKss in onkr to attain maximum 
objectivity in the study. 

Once completed by tte incumbents of positions 
(and interviews tmk to flesh-out details as needed), 
job descriptions should be turned over to the immedi- 
ate supervist^r for review. The supervisor should make 
sure the infonnation provided is iucurate. clear, pitj- 
cise. and ctHnpIete and usually should add information 
alxHii jtrf> qualifications. The job descriptions shouki 
then be forwarded to the study coordinator for the in- 
stitution, who siHiuId conduct a similar review before 
using them in developing a wage and salary plan. Jobs 
for which the desicriptive information appears uncte;u- 
shouUi be t^viewed with ti^ supervisor ami the person 
preparing the descrijnion.** 

Comlusitm of the Cldss^fication Mvtluui 

It is. c»f course, a feature of this n^thinl that from study 
of job descriptions it is pcissibic to pnKced to fit them 
into class specifications, which have been pre-deter- 
mined. Writing the class specifications is a relatively 
abstract process dealing with composites or common 
eUimcnts fcM* two or more jobs. The essential ingredi- 
ents are ( I) classification or title: (2) a brief functional 
description: (3) a listing of representative duties (al- 
ways ending with a reference to "perfonns related du- 
ties as assigned"): and (4) minimum qualifications. 

Choice of words and emphasis is important for 
making it self-evident that one classification is de- 
servedly higher or tower than another. For example, 
care should be taken to adequately describe the de- 
gree of superviswn: the nature of inquiries handled 
(whether routine or complex); experience qualifica- 
tions: contacts with public, etc. 

it is impossible at this time to give definitive in- 
structions about anti-discriminatory yih i^quircments, 
testing, interviews and the tike. Suffice it to say that 



' ' In the typical inslilulHm whea* worker relationships have 
heen ckwic but jobs fwvc developed wwiewtwt hapha/^ly. the op* 
ponuniiy fw a worker to spcH <HJt fw a Hupervi«or ali »if hi« or her 
duties will probaWy be very rewaiding to KKh. 
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tfvttry bu*titw*t«« oflkc shmU he uicrt to the Ucv4;kipin^<t 
icgiU requirements. ^ 

tSiimpte elass NpeeificationH will he t'tnintl in Ap- 
pemlike^ F anUli.) 

it should ml be pivsumeU that all will he 
neatly in order upon eompletion of these steps. More 
likely than ml. jobs or pay rates will appear to 
be lower ihun this analysis justiiies. iind some wilt he 
too high. (This shtiws a progiam was needed!) Dis* 
erepanetes requiring upward a^ustments in theelassi- 
fieation and pay of certain individuals can he CiYrrected 
over Mime appmpriate span of time, if rnvt mW at once- 
Downward adjustments are diftkuli but may be ac- 
ciHnpiished by holding ditwn future pay increa-scs until 
the catch-up iKCurs. They aisc^ may be deliberately 
cairied along as exceptions, an apprn^priatc prticedure 
for employees with considerable seniority. Some em- 
ployers allow a super-seniority extension in pay ranges 
on a selected basis to take care of the loyal old-timers. 

Chmising between the >ib ranking or classification 
method is as much a matter of preference and available 
time as anything else. The job ranking methtxi can be 
mtwe quickly implemented but also is mor^ subjec- 
tively oriented than the classification approiM:h. Con- 
versely, the classification method takes longer to 
implement but is more objective, and the development 
of a wage and salary plan is based on better factual 
data for relating \o nwrket counterparts and their com- 
petitive rates of pay. The writers t>f this handkwk have 
chosen arbitrarily to adviwate the use of the classifica- 
tion methixl for smaller institutions, hence the rela- 
tively more detailed treatment of this method above 
and the selection of sample forms and examples in the 
appendix. However, it is desirable to ruund out discus- 
sion of the ti>p»c by proceeding to a brief description of 
the point system and factor comparison analysis which, 
as previously stated, are moie complex if more effec- 
tive among larger numbers and greater varieties of j*^s. 

Ptiint Sysit'tti uiid h'm tor Comparison Afwlysh 

Both of these methods provide means by which fac- 
t(»rs upon which compensation is based are converted 
to numerical values which, in turn, arc converted to 
monetary values for u^ in constructing a wag^ and 



'fnMcad of "high svhtHii graduate" m a fvt}uir«.*meni uu* "higii 
H'hMil jDTttluale or equivalent." Ouantiiative fa»;ti»ni shiHifd he used 
wftere fH»>NiNv. MJvh an typing speed 50 words per minute, short- 
hajid 70 wtwd^ pcf minofe (mi such rcHuia-nKnlti *i>ouUi m s»ppe«r 
to unrcaMWwhly climinale all graduaiir* of a nearby high s;hiH»l). 
Any Itf^ls tiiiK/«?d shtHiid nM. irf Ktnjnic. eonUtin huiU-in diuTimina- 
UK> obstackji to appliwuntN from mintwly groups. 



saUu-y structure. They are fairly sophisticated ap- 
pnm* he* and aiv' used nu^st successftilly in lar|jc orpx- 
nimkms needing efficient iuialytical t^wls for building 
gixHl internal kih itrlatitmships wheiv the absence t»f 
annprehcnsive wage and salary trtirvey data would 
make it difficult ottK*rwise. 

The point system assigns point values to a set of 
ppcdetennined criterb in order to detennine the jobs' 
relative worth to the institution. A decision is first 
made as to what the institution is to rwy f(tu--e.g., edu- 
cation. expericiKe, skills, physical ejfort, responsibil- 
ity, and woriiing conditions. These criteria are then 
bn^ken down into component parts. For example, re- 
sp^insibility may be broken down into respiwsibility 
for cash: for assuring the welfare of others; for doing 
work independent of supervision: for handling equip- 
ment and materials; for handling confidential informa- 
tion; for supervising the work of others, and so on. The 
component parts arc further broken diwn into specific 
items. As an example, the responsibility for supervis- 
ing the work of others can be broken down so that a 
small number of points arc given for supervising one or 
two petiple; nwre ptilnts are given for «4}pervising three 
to five peiiple; ami so on through various work groups 
of iiKreasing sizes. 

Factor comparison analysis is based upt>n the se- 
lection of a number of benchmark join considered 
pn^periy paid. The pay rate for each benchmark .job is 
then broken down S4» that parts of it are distributed 
among a set of compensable factors. The compensable 
factors arc generally thought of as mental require- 
ments, physical requirements, skill requirements, re- 
sponsibility and working conditwns. Once the bench- 
mark jobs are factored in this manner, all other jobs in 
the institution are factored using the benchmark jobs 
as the points of refcreiwe in deciding hiiw great a value 
to give ej«;h of the compensable factors in the other 
jobs. 

Those institutwns consWering the point system ai^ 
factor comparison analysis methods shtnjld employ a 
person tcchnkalty proficient in these techniques be- 
fore attempting to use them. 



EOTABUSHING COMPENSATION POLICY 

A number of questitins must be addressed ivgarding 
the manner in which the plan is to be applied after it is 
devek)ped; 

I. What intervals of time will be used in making 
wage and salary adjustments, e^., once each 
year, at the end of the probationary period and 
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pcriiKitcally thcrvuflcr, on unnivcuary dates of 
empluymenu ioul S4i on? 
2. Whal pr4>pimRni of fundn availaWc fur incfeascH 
within e^^tubiishcd rmg^s mil he used rcspec* 
ttvdy for coHt'of-Hvii^ 4HjyyKtnM?nts« ruling 
mmi mum nrtcs in the plan Jength of Hcmc^^^ 
merit?* 

y What criteria are to he in detemiining mei at 
increases among such choices as quantity of 
work, quality of work, ahility to work with 
others, dependahifity, improvement in perfomi- 
ance since the last review, outstanding contrihu- 
tions to the institutiiin, and the like? Shiniid a 
formal employee evaluatkm plan he instiUled? 
4 What system of appealing w;^ atul salary deci- 
sions is to he pmvided. including the level at 
which decisiims 4uv usually made and the higji- 
est level at which appeals may he directed? 
ShiHild a grievance priKedure he esii^^lished 
and to whom shiniid it apply? 
These questions need to he answered while keeping 
in mind the joint ohjcctives of: i I ) applying the institu- 
tion's funds in the most effective way possihie and only 
to the extent necessary to maintain a productive work 
force; (2) meeting lahi^r nmket competitive require- 
ments; and (3) using the p4iy plan as an effective moli- 
vatk>nai tool through judicious rewards to achieve 
work impmvements. 

ASSURING PROGRAM MAINTENANCE AND 
REVIEW 

There is little pi>int in devekjping a plan for wag» and 
salary administration unless an institution is willing to 



CiMumit the futnis twcessary for maintaining and re* 
viewing it. This entails su^ient human and material 
resouives to: < I ) comluct joh reviews whenever Htgni- 
fkant changes in duties are i^poited: (2) conduct an* 
nual aiKi ^^lectal interim wo^ and salary surveys; and 
C3) update the wage and salary plan on the hasis of 
careful review ami analysis of factual data gathered. In 
many small insti:utk}ns these procedures may become 
a part-time assignment to an ^ministrative unit hav* 
ing other responsihilittes. If this is done tratt^r than 
empkiying a fUll-time st^ for maintenance and re- 
viev'K care shiHiki he taken i^t to overk)ad the <fesig- 
nated ^bninistraton so tl^t he or she can devote 
adequate time, energy and attentksn to wage and 
sakirv adminisimtwn as a principal and high-priority 
assignn^nt. 

llie use of consultants is often adviicated as the 
most eflicient way to pn^riy install wage and salary 
;uiministratk>n programs, Tliis, too. can be wasteful, 
unless the institution is committed to maintaining the 
program after the consulting firm turns it over. 

It is the opink^n of the developers of this h;uKlhoi>k 
that most tnisiness officers know that there are all 
kfmis of help **cHit there'' for setting up pn)srmns. hit 
that frequently such help is disproportionately expen- 
sive or time^onsuming. This material is design«i to 
help the institution do a simple hut effective job inde- 
pendently. Beyond this, seminars offered periodically 
by Jhe National Assuciatbn of College and University 
Business Oflteers, the College and University Person- 
nel Association, and other organizations are helpful in 
giving inexperienced wage and salary administratoi^ 
useful informatbn about how to fulfill tlwir new re- 
sponsibilities in this area. 



*^*C\MH)l iiviny * is a fH)puIar phrase ami an easy way 4^ ik- 

wjih iw miimti further mcrii mcasuremcni . fi is risky, hmvcvcr, lo 
jilkm this ^n^prvssiaii tu work its way su into the iCompensMkm 



system thai if ariiuHs 4rmpk>y4?c cxpcitatkms mi crcati?s m unm- 
tcmkd commitment to m miotmtk pay escttlatkm unrvlatcd to 
the institutiiMt's ghjlily tu pay iif to comivttsatktii pulkies. 
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APPENDIX A 

Government Bulletin on Equal Pay 



Reprihlmed herewith is the text of a U.S. Department of Lttbur pamphlet de- 
serihinu the prim ipul provisions of the Fair Uihor Standards Amendments of 
1963 i Equal P>iy Act). This pahlicaiion is based on the provisions of the Fair 
luiltor Standards Act before Us amendment by Public Law 92-318, effective Jidy I . 
1972, which extends eqml pay protection to executive, administrative, and pro- 
fes.sional employees and outside salesmen and brinus preschtwl facilities under 
coverage of the Act. Kef: U.S. Department of Labor, Wage tmd Hour Division, 
Equal Pay Under the Fair Labor Standanis Act (WH Publication 1179, Revised 
March 1973 h 
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BEST GOPY AVAilABLE 



Under The Fair Labor Standards Act 



r 



r 




IMTROmwnON 

The Equal Pay .\cl of 1963 amended the Fair 
Labor Standards Act to require that men and 
women pcrfonning equal woii mu$t receive equal 
pay. Th» pamphtet outlines the typ« of joU to 
Mibkh titt equal pay provisions apply, what is 
meant by **equal pay'' and **equal work,** and 
what action can be taken by any person %^o has 
a question regarding the s^jplicability of the equal 
pay staivdard. 

CCn^ED BY THE EQUAL PAY 
STANDARD 

The Equal Pay Act appU(» to employees w(^k- 
ing in establishments subject to section 6 of the 
Fair Labor Standartis Act.' The Equal I^y Act ap 
pl^ generally to emfdoyees who are eng^;ed m 
interstate commerce or in the production of goods 
for interstate commerce, and to other emptoyees 
in c^xtain enterprises so engaged* 

These include, for example, most employee! who 
woik in manufacturing, proc«Ksing, and distribut- 
ing establtdmients; in tte telephone, telegnqA, 
fadio, television, and transportation industries; in 
banks, insurance companies, and advertising agim- 
cia; in laundries and dry cleaning establislunents; 
most hospitals and nursing homes; and most 
sdiools (both public and private) ; in the laiger 
hotels, motels, restaurants; and other retail and 
service establishments. 

Effsctivi July /, 1972, the Equal Pay Act also 
applies, as provided by the Education Amendments 
of 1972, to executive, administrative, professional 
and outside sales employees. These employees, houh 
ever, are still exempt from other provisions of sec^ 
tion 6, 



ExtmptkNii 

Some employees who would otherwise be entitled 
to the benefits of the Fair Labor Standards Act are 
occluded by specific provisions. 

Exemple.~fasipU>ye^ of local, State, or Fed* 
eral Government agencies (except in hospital, 
numng home, and sciiool operations by State or 
poUtkal iubdivisiom) and employees of certain 
small retail or service estabUshroents. 



* Section 6 coAUins ihe Act's miaimuin %v«ie and equal 
pay piwifkMti. 
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Eliual pay ttantiard 



What is mtant by 



The n|ua! pay standard provides that cmpioyer* 
may tu%t {>ay employees of one sex wages at rat«i 
lower thao they pav employees of the opposite sex, 
employed \u the same establishment, for equal work 
on johs requiring substantially equal skill, effort, 
and responsihility which arc |)erfonned under sim- 
ilar working conditions* 

The standatd appHt*s when employees of both 
s<'Sts are pfrfonning s\ibstanti*illv ecjual work in the 
^me establishment. Employees need not be work- 
ing conrurrentlv to be com|>ared. The equal pay 
standard is also applicable, for example, when 
women are cn^ployed to do substantially the same 
work fonuerly }*erf<»rmed by men. 

Application of the equal pay standard is not de- 
pendent im job classifications n titles, but rather on 
actual job reijuirenu'nts and pcrlcn'mancc. Minor or 
inconsequential differences in job content will not 
render the ecpial pay standard inapplicable. Jobs 
nred onlv br 'substantially tqual for purposes of 
t'Ohiparison under the Kqual Pay Act, 

Fxarriph*.- The equal pay standard applies to 
men and women liank tellers required to |>erform 
substantiallv the same work, even though some of 
ihv mm in !V hi* asked to prrfnrm such incidental 
tasks as lifting large boxes of supplies or infre- 
cjuently acting as a public relations representa- 
tive for the )>ank. 

Saleswork of a similar nature may be ecjual, for 
the pur|>oses of the Equal Pay Act, even if per- 
formed bv salesclerks in different departments of 
a retail store. 

The Ecpial Pay Act does not prohibit differences 
in wages paid to men and women employed in sub- 
stantially different jobs, 

The Equal Pay Act does prohibit: 

• An emplover from reducing the waf^e rate of an 
employee to eliminate a prohibited wage dif- 
ferential. 

♦ A labor organization from cauMng or attempt- 
ing to cau%t an employer to discriminate 
against an employee in violation of the Equal 
Pay .\ct. 

2 



Wages means, generally, all paymrPts made to 
an emplovee or on his behalf for his employment. 
Wagi^ can he calculated a number of ways* include 
ing by time, piece, joh, or incentive. 

Example, — Overtime compensation, sick pay, 
holiday pay, and vacation pay aiv payments for 
employnient, and an* included as wages. Also 
payments made by an employer to provide pen- 
sion benefits, hospital or health insurance lx?ne- 
fits are payments for employment under the Act. 

What is m(»nt by 'the same establishment'? 

Employees working in sef:Kirate buildings of an 
integrated plant complex may lie in '*the same es- 
tablishment.'* Factors to be considered are whether 
there is any physical connection between the build- 
ings, whether the buildings are close, whether the 
employees are covered by a single collective bargain- 
ing agreement, and whether there is an interchange 
of employees between buildings. 

Equality of jobs is determined by applying four 
tests 

The Equal Pay Act applies only to employees en- 
gaged in subitantially equal work on jobs the per- 
formance of which HHjuires i'qual skill, effort, and 
responsibility, and which are performed under 
similar working conditions. All four tests must be 
met in order for the eqtial pay standard to apply* 

In applying these tests, the broad remedial pur- 
poses of the equal pay standard must be considered. 
Thus, minor differences in the degree of skill, or 
effort, or responsibility wt)uld not make the Equal 
Pay Act inapplicable. 

The first test-*''iqua( skilP' 

Skill includes such factors as experience, training, 
education, and ability. Skill has to do w ith the per- 
formance requirements of the }ob% under considera- 
tion, and not with skills which employee may pos« 
scss but which are not needed to {)erform the jobs. 

Examplf.~\n the pmsroom of a ceramics fac- 
tory, male employeet operate an extrusion press 
whicii requires only one operator and which pro- 
duces lai^r item* than the extruiion presses 

3 
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optTattn! hy fenialt' empluytnii working in pain*. 
That the machines differ in method of operation, 
and that the parts turned out on them are dif- 
ferent, would not, in itself, resuh in a conclusion 
that unequal skill was used to operate the two 
machines. 

Tl» sicoiKl ttst— "aqual tfNirt*' 

Effort deals with the measurement of the physical 
or nu'ntal exertion needed for performance of a job. 

Two }ohs may require equal effort even though 
the effort may be exerted in different ways. 

FxampU- \ male checker in a supermarket 
may 5i|>end part of his time stocking shelves, 
wheeling loaded i arts of groceries to the platform 
in front of the store, and doinR minor infrequent 
maintenance tasks, while a female checker spends 
part of her time rearranging small items on 
shelves and cleaning her work area. Such differ- 
ences* in kind of ofToi t would not justify a differ- 
once in wage rates. 

Also, the itccasional or sporadic performance of 
an activity which may require extra phvsical or 
mental exertion is not alone suflRc ient to justify a 
finding of unequal effort. 

I'lxample. On the asM-mWy line in a glass fac - 
tor)', men and women work side by side doing 
substantially equal work. Occasionally the men 
ar<' callrd on to handle material : to stock, stons 
and mow things; and to do minor equipment re- 
pair and maintenance work, A wage differential 
would not lx» justified by this intermittent extra 
physical exertion. 

Mental as well as physical effort is to be con- 
sidered. \Vhen women emplox'ees continue doing 
tedious. rep<'titive tasks on the job while men are 
taken off (Kcasionaliy to perform other tasks, the 
mental fatigue of the women may be greater than 
the physical f Ui^^ue of the men. 

Th« thiril test— ^'iquil responflWIlty" 

Res{>onsibiHty deals with the extent to which an 
emplm-er depends on the employee to perform his 
job as expected, with emphasis on the importance 
of the job obligation. If jol» arc otherv^ise equal, 
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a minor or insignificant difference in the respon- 
sibility exercis^ by the employees does not justify 
a finding of inequality* 

EsampU.~ln a group of office employoss per- 
forming jobs essentially alike, a man and woman 
are responsible for preparing the payroll. The 
man is assigned the job of checking time cards 
and compiling the payroll list The woman is 
irquired to di\nde up cash and put the proper 
am<Hints into pay envelopes after drawing a pay* 
roll check. Although some of the employees* 
duties are occasionally dissimilar, the difference 
in the responsibility is insignificant. 

Tht fouftii test — ''timilar working cotiditions** 

Generally, emplo\*ees j>erforming jobs in an 
establishment that •^equire equal skill, effort, and 
responsibility arc hkeiy to be performing them 
under similar working conditions. Slight or incon- 
sequential dissimilarities or that the jobs are in dif- 
ferent departments does not establish dissimilarity 
of working conditions- 

Example. — In a chemical plant where women 
inspwtors work the day shift and men inspectors 
jjerform equal work on the night shift, working 
conditions are not dissimilar enough to warrant 
a hiijhrr base rate of p:iv for the night shift 
employers, which is in addition to a plant -w ide 
s^iift differential. 

EXCEPTIONS TO THE EQUAL PAY 
STANDARD 

There may be reasons other than sex for paying 
different wages to employees performing equal 
work. Such differences in pay, which are in fact 
show n to be based on some factor other than scx^ 
are not prohibited by the Equal Pay Act, 

The law does not prohibit differences in pay 
based on a seniority or naerit syj^tem or a 
system established by the employer for measuring 
productivity* 

Any system of payments based on an exception 
to the equal pay standard must be applied equally 
to employees of both sexes. Thus, when applied 
without distinction to employees of both lexes^ shift 
differentials, Imentive payments, productbn 
bonuses, perfcmnance ana longevity raises and 

S 
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Mmilar things will not result in violations of the 
Equal Pay Act 

The follmving examples iHustrate the exi^ption 
jsravisions to certain plans and practices: 

• Pat Mime imployees.—Vndtr the Equal Pay 
Act, an cinpioyer may justify paying a loH^r 
wagf to part-time employees (generally, one 
\%orking 20 hours a week or less) than to full* 
time employees performing equal work if the 
difTerenre in working time is the bafis for the 
|>ay differential, and if the pay practice is ap- 
plieii uniformly to men and women. 

• Traininii pfoj^tams. -It is not a %4olation of 
the equal pay requirements when employees 
enrolled in a training program, in furtherance 
of their training, are temporarily perfonning 
equal work at unequal wage rates with non- 
trainees of the opposite sex, provided the train- 
ing program is hona fide and the rate paid to 
the employee in training status is paid regard- 
less of sex.* 

Kxample. — In a bank men tellers arc paid 
higher than woruen tellers merely because, 
traditionally^ only men have been considered 
eligible for promotion to executive positionf^. 
This practice constitutes sex discrimination and 
is a violation of the Equal Pay Act. 

THE EQUAL PAY STANDARD 
AND STATE UW 

No pn>vision of the Fair I^hor Standards Act 
justifies noncompliance with State or Iwal laws 
establishing higher standards: nor does compliance 
with State or local laws excuse noncompliance with 
the Fair I^abor Standards Act, 

Exafnple.--^\ State law relating to the employ- 
ment of women gi\'cs a minimum wage higher 
than that required under the Fair Labor Stand* 
ards Act. When the employer pays the higher 
State minimum wage to female employees as re- 
quired by the State law, the higher rate must also 

• A traininR program U not bon» fidr unlru it H eprn 
to both scxrs, unless it hat a dt*fioitivf form and content 
{in writing or othrnviw), has a morr or Irti fix«i bcirin- 
ning point. ha« a spc^ifird activity or rrgimen (including 
fludv and pra^tka] on-the-job training), has a reaiiHiabie 
progression from slnspte taiki and opemtioiis ia more 
diflScule and compficatrd procedurei, ami ha« an afcer* 
tainablr termination point. 



lie paid to male employeefi engaged in equal work 
or :i \'io!;ition of the equal pay prnvisionn will 
re^lt. 

State or local law^ regulating hours of work, 
weight-lifting, rest periods, and other conditions of 
employment for emplo>^ees of only one sex m\\ not 
maiee otherwise equal work unequal or will not 
justify an otherwise prohibited difTeirntial in w^ 
rates, 

RECORDS 

Employers subject to any of the provisions of the 
Fair I*abc>r Standards Act haw alwa>*s been re* 
quired to kwp records on wages, hours, and other 
items listed in regulations issued under authorit>' 
of the Secretary' of I^bor. No particular order or 
fonn of records is prescribed. 

ADMINISTRATION 

The Wage and Hour Dinsion administers the 
Fair I^bor Standards Act, including the equal pay 
provisions, .\uthonzed repr^entatives of the Wage 
and Hour Division may enter establishments, in- 
spect records, interview employcts, and investigate 
any facts necessary to determine whether any provi- 
sion of the law has been violated. They advise 
employers of any change which will aid in achiev- 
ing and maintaining compliance with the law. 

Xames of complainant!^, tf cards, and other m- 
formation obtained from employees and employers 
ate treated confidentially. 

Wages withheld in violation of the equal pay 
provisions have the status of unpaid minimum 
wages or uofiaid o\Trtime compensation under the 
Fail l^bor Standards .\ct. The following methods 
arc provided for recovery of tmpaid wages: 

• The Division's Administrator may sufier\'i$e 
payment of back wages and, in certain cir- 
cumstances, the Secretary of Labor may bring 
suit for back |)ay upon the %^ ritten request of 
the emplo)Te. 

• The employee may sue for back pay and an 
additional sum, up to the anK>unt of back 
pay, as liquidated damages, plus attomey*s 
fees and court costs. 



6 



ERIC 



17 



rhe Secretan may also obtain a court injunc* 
tion to restrain an employer frmn violating the 
law, including the unlawful withholding of 
pr«i|5cr romix-nsation. 

The emplo^w may not bring suit if he has been 
paid hack wages under supervision of the Admin- 
istrator, or if the Secretary has filed suit to collect 
the wages« 

A 2*vear statute of limitations applies to the re- 
covery of un{>aid wages, except in the case of willful 
violations, for which there is a 3-ycar statute of 
litnitations. 

An employer is prohibited by law from discharge 
ing or otherwise distriminating against any ent'^ 
ployee for filing a complaint or participating in a 
court proceeding against him. 

FOR FURTHER INFORMATION 

Whether any empIo>'ee conies under the Equal 
Pay Act, and whether he or she is entitled to wages 
equal to those paid to another employee, depend on 
the facts in each case. You can obtain information 
about the application of the law by contacting the 
Wage and Hour Division's nearest office. Give in- 
formation on the kind of finn and what it does, with 
whom it does business, the jobs involved, the meth- 
od of pay, and any other details you think will help 
in replying to your question. 
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Addresses are listed in the United States Govern- 
ment s^tion of most telephoi^ directories under: 

U.& KFARTMENT OF UBOR 
WiU^E AND HOUR OIVIStOH 

If not listed, write: U.S. Department of Labor, 
Ws^ and Hour Division, Washington, D.C. 20210. 

The following is a partial list of publications 
which are available without cc«t to the public fnwn 
any of the offices of the Wage and Hour Division, 

To request any of the following publications 
simply encircle the number opposite the publication 
title, print your name and address, detach this 
sheet, and mail it to your nearest Wage and Hour 
office. Personal or telephone requests may also be 
made. 

1. The Fair Labor Standards Act, as amended. 

2. Handy Reference Guide to the Fair Labor 
Standards .\ct. 

3. Records, Part 51 6« 

4. Equal Pay for Equal Work, Part 800. 

5. Executive, Administrative, Professional, and 
Outside Salesman Exemption, Part 541. 

6. General Coverage, Part 776. 

7. Retailers of Goods or Services, Part 779. 
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APPENDIX B 

The Job Classification Plan 



Taken from an employee handfnHfk, this job vlassffivation plan describes with 
simplicity and diffwty everythinff the employee should hww about the classifica- 
tion process, it is also by implication a gtHxi preparation for later evaluations. 
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THE JOB CLASSIFICATION PLAN 



The job you hold has been studied with the foH owing things 
In mind; 

1 . What you do. 

2. How much responsibJ Hty you have. 

3. The kind and amount of Instruction you are given. 

4. How much of your work Is reviewed. 

5. What you must know to do your job. 

6. Decisions you have to make. 



After your job was studied It was placed In a class with ail 
other jobs similar to it. Everyone In the same class shares the 
same class title. For example, a Clerk-Typist working In the 
Registrar's Office does the same kinds of tasks and has the same 
general amount of responsibility as a Clerk-Typist in the Accounting 
Office. A building custodian In one building does generally the 
same kind of work as a custodian In any other building. 

If, after you have been working for a while, the duties and 
responsibilities of your job change, so that you are actually doing 
a job different from what you did before, your supervisor should 
so Inform the business manager. Your job will then be restudied 
to determine whether or not It Is assigned to the correct class. 
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APPENDIX C BEST cm AVAILABLE 

Job Description Questionnaire Form 



This sample jom\ is prepared it} simple and direct lanfiaa^e, the object to encour- 
age the employee tit describe his duties in his own terms. In preparinn a question- 
naire avoid forms that "turn off' the employee by the appearance of complexity, 
hy the use of teciwical jargon, or by seeminfi to be tm prying or demanding' 
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Appendix C 



XYZ INSTITUTION 
JOB DESCRIPTION QUESTIONNAIRE 

NAME D ATE : 

DEPARTMENT ; ^— 

BUILDING, ROOM, PLACE OF WORK: PHONE: 

JOB TITLE: SUPERVISOR: 



I. Description of duties . Please describe your duties in your own 
words and as complete* I y as you can. Use additional sheet if 
necessary. 

Percent 
Of Time 

REGULAR DUTIES 



PERIODIC DUTIES 



OCCASIONAL DUTIES 



2. From whom do you receive Instruci Ions? 

How are Instructions received (orally, in writing)? 
How frequently do you receive Instructions? 

How is your work checked or reviewed? 
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Wa^Q and Sahm, MmMstmiUm for Smaller liuitltuti{m.s 



JOtj DESCRIPTION QUESTIONMAIRE - page 2 

3. Do you supervise other einpioyees? (If yes, list the number and 
Job titles.) 

How do you supervise the work of these employees (assigning, 
checking, etc.)? 

a 

4. State the nature, extent and frequency of contact you have with; 

a. Students: 

b. institutional staff: 

c. Public: 

5. What equipment, machines, tools (calculators, lathe, type- 
writer, etc.) do you use In your work? 



SIC3NATURE: 
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40B DESCRIPTION QUESTIONMAIRE - page 3 



Consents by Immediate Supervisor 



I, Please conwient on employee's statement with regard to any 
modification, addition or difference In emphasis. 



2. What do you consider the most Important duties and reponslbl I Itles 
of this position? 

3. What supervision is given this employee in this position? 

4. Separating the position from the Individual who now occupies It, 
what are the minimum qualifications required in filling a future 
vacancy? 

DATE: SIGNATURE; 

Oomments by College Administrator 



DATE: SIGNATURE: 



ERIC 
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APPENDIX D 

Example of a Description of Duties 



BEST COPY AVAILABLE 
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XYZ INSTITUTION 

0£SCRlPTIC»»i OF DUTIES 



JOB TITLE; Janitorial Worker 

The following description covers the ?nost signff leant duties, but 
does not exclude other occasional work assignments not mentioned. 

The Janitorial Worker performs, under general supervision, a 
variety of janitorial duties. The worker wlli be expected to: 



U Colleat trash from all offices^ clasarooms and lavatopies and 
remise from building, 

2. Clean all offia&a. 

Empty wastebaskets, empty and damp-wipe ashtrays. Oust all 
furniture and hori2X>ntal surfaces: desks, tables, chairs, 
sofas, ledges, files, bookcases, cabinets, hat and coat racks, 
window sills, baseboards, radiator covers, telephones, fire 
extinguishers, etc. Clean glass doors, drinking fountains. 
Wipe up spillage on furniture and floors. Dust mop floors and 
vacuum carpets completely. Spot clean furniture, walls and doors. 

3, Clean all alaaaroom and Idba, 

Empty wastebaskets, empty and damp-wipe ashtrays. Clean chalk- 
boards and chalk rails. Dust tables, chairs, desks, sills, 
ledges, radiator covers, etc. Clean glass and drinking fountains. 
Wipe up spillage on furniture and floors. Dust mop complete floor. 
Damp mop as needed. Spot clean furniture and walls, S-'-ralghten 
chairs. 

4, Clean all washroma. 

Sweep or police floor n titter is present. Damp dust and spot 
clean all ledges, walls, doors, sills, radiator covers, dis- 
pensers, stalls, cabinets, pipes, etc. Clean mirrors. Clean- 
dlslnfect all surfaces — tops, sides and underneath — of wash- 
basins, coiTOTOdes, urinals, all attached hardware and fixtures. 
Dry chrome hardware to prevent water spotting. On Inside of 
commodes and urinals, use acid bowl cleaner at least once weekly 
to prevent hardness buildup. Check and fill dispensers. Damp 
mop floor, 

5. Duet and mop all halls and stairways. 
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*" " DESCRlPTiON OF DUTIES - page 2 

Fmquent use of 12-inSi, 15-indh, l?^indh and 19'in<0i floor' 
madhims for aorridar buffing^ floor reconditioning covi floor 
finish stripping, 

?, Windoi} washing (imide and out) from 4- foot to 6- foot ladder, 

5. Frequent replacement of light bulba from 4" foot to 6- foot ladder. 

9. r. rfoTm other duties aimilar or related to the type described 
above . 
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APPENDIX £ 

Summary of Grade Levels and Pay Scales 

at Institution X 

BEST COPY AVAILABLE 
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Appendix E 





INSTITUTIONAU PAY GRADE LEVELS 




SUMMARY OF GRADE LEVELS AT INSTITUTION X 


GSADE 


CHARACTERISTICS OF WORK 


TYPICAL JOB TIIZES 


I 


Lowosi" skill and Qduca'Mori reaulr^ents. 


Fl le clerk 




Direct and frequent supervision 


Mall clerk (sorting 




received. 


del Ivering, 




Routine and reoetltlous work. 


I lie? 1 i f 1^ ' 




No exoerience necessarv 


Jrin I Ka 1 nope 






Ki tehan hal Dsrs 


tl 


More skill and aotitude than above: 


Clerk tvDlst 1 




DPObabi V hiah school education 






equlvafisnt; basic typing. 


Store clerk 




More responslbll Itv for work results 


Custodian I 




More Dhvslcal exertion in some lobs 






Explicit but less continuous super- 






vision received 






Experience not Important 




111 


More technical training and output 


Clerk tvDl st 1 1 




Work condition factors In some jobs 


Account 1 no clerk I 




Maybe 1 Imlted supervision of others 


Payrol 1 clerk 1 




as helpers 


Custodian 1 1 




Clerical positions require specialized 


Grounds 1 




high school education equivalent. 


Watchman 




such as business courses 


Secretary 1 




1-2 years experience or equivalent In 






training 






For Secretary I, 50-70 typing and 






shorthand speeds 




IV 


More experience required 


Accounting clerk 1 1 




More advanced duties, specialities 


Payroll clerk li 




Only Intermittent supervision 


Custodian 1 1 1 




received 


(special demands 




In sof(»e Jobs supervision given to 


1 1 ke animal labs. 




co-workers as a working- leader 


art museum) 



» i ■ 
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INSTITUTIONAL PAY GRADE LEVELS - page 2 



CHARACTERISTICS OF WORK 



TOPICAL JOB TITLES 



V As applicable to Secretary M: more 

Independent work on behalf of "boss" 
and may work for higher level 
administrator than Secretary I 
60-80 typing and shorthand speeds 
Two years of college or equivalent In 
work experience 

VI As applicable to Head Security and Head 
Grounds: considerable responsibility 
for giving supervision and training 
and carrying out duties independently 

VII As applicable to Secretary III: duties 

of Executive Secretary or Admin iS" 
trative Secretary — usually the 
secretary for highest level and 
busiest administrator 
70-90 typing and shorthand speeds 
Four years of college or equivalent 
in work experience 

VI II Approximating "trade scale" qualifica- 

tions and pay 



Secretary 1 1 



Head Security 
llead Grounds 



Secretary 1 1 1 



Mechanical foremen 
or leaders 
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Appi*ndix K 



PAY GRADES FOR CLASSES 



Differences in job titles and differences In the use of olmilar 
job iitles make It risky to present good examples of pay grades as 
illustrative of the relative values assigned to several different 
jobs. Empirical evidence at any institution may be a sufficient 
basis for building up the six to ten grades necessary for non-exempt 
employees. At one institution, analysis of the jobs of secretaries 
revealed that the President's secretary was ranked high while all 
the others were clustered at the low end of the pay scale. There 
was insufficient range between inexperienced business school graduates 
and secretaries with several years of experience who had Improved 
their skills and had made themselves Increasingly useful yet were not 
yet ranked at the top. it was evident that three grades were needed, 
the lowest grade ranking with the second or third level of clerical 
Jobs, 

Examples of pay grades are given on pages 3 and 4 of the text. 
Another is below; 



Pay Scales at Institution X (For Grades Summarized Above) 
PAY GRADE HOURLY $ PEE 40'ER. WEEK 



1 


2.30 




2.40 




2.55 




$92 - 


102 


11 


2.55 




2.67 




2.80 




$102 - 


112 


III 


2.80 




2.92 




3.05 


- 3.20 


$112 - 


128 


IV 


3.05 




3.20 




3.35 


- 3.50 


$122 - 


140 


V 


3.30 




3.45 




3.60 


- 3.77 


$132 - 


151 


VI 


3.55 




3.72 




3.90 


-4.08 - 4.27 


$142 - 


171 


VII 


4.05 




4.24 




4.44 


- 4.65 - 4.87 


$162 - 


195 


Vlll 


4.55 




4.76 




4.98 


- 5.21 - 5.46 


$182 - 


218 
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APPENDIX F 

Sample Class Specifications 
from Institution X 
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SAMPLE FORMS 
CJass Specifications - Institution X 

SAMPLE I 

JOB TITLE ! ACCOUNTING CLERK I 

Nature of Duties : 

Performs clerical and routine accounting functions such as 
entering Information from and to a variety of business and 
student records to ledgers, control records or journals; 
summarizing or tabulating same and preparing reports; check- 
ing accuracy and completeness of records; receiving and 
entering payments; handling routine inquiries by telephone 
or over-the-counter; computing prices, balances, wages, 
taxes and discounts. 

(Loan clerk, payroll clerk, bookkeeper, student accounts, etc.) 

Experience and Tra I n I nq ; 

1-2 years clerical experience; operation of office and book- 
keeping machines; simple typing. 

Supervi slon Rece I ved : 

Explicit directions; follows standard operating procedures. 
Supervision to Others : 

None. 
Education : 

High school education or equivalent, with business courses. 



33 



Waists and SaUiry AdtniiiiKlrattcui fur Siiiutli*r laslituliotu^ 



Class Specifications - Institution X 

SAMPLE II 

JOB TITLE ; ACCOUNTING CLERK 1 1 

Nature of Duties ; 

Similar to Accounting Clerk I, but handles more complex trans- 
actions f-equlrlng more technical knowledge of the accounting 
system and operations of the Institution. 

Prepares trial balances, routine accounting statements, special 
analyses and government re^rts. More contacts with faculty, 
other offices, students, etc., and may work on collection of 
unpaid accounts. 

CNDSL Loans, Student Accounts, Payroll, etc.) 
Experience and Tra I n 1 nq ; 

3-5 years experience as clerk and/or Accounting Clerk I. 
Supervision Received ; 

Ger^ral and Intermittent. 
Supervision to Others ; 

May supervise helpers as working-leader. 
Education: 

High school education or equivalent with strong business 
training or additional elementary accounting course. 
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Class Specifications - Institution X 



SAMPLE III 



JOB TITLE ; SECRETARY I 
Nature of Duties ; 

Performs basic clerical and secretarial assistance for an ad- 
ministrator or department head such as: taking and transcribing 
dictation or transcribing from notes or a dictating machine; 
typing reports; collecting and summarizing data; receiving 
visitors and telephone calls for supervisor; organizing materials 
for the office; handling routine business matters with o1her 
departments or outside the institution; and similar office 
details as assigned. 

Experience and Tra I n i ng ; 

1-2 years clerical experience; typing ability of 50 words per 
minute and shorthand 70 words per minute. Knowledge of office 
practices. 

Supervis ion Rgcejved_: 

Specific instructions from supervisor and standardized 
procedures. 

Supervision to Others ; 

None. 

Education ; 

High school education or equivalent with courses In business 
practices, typing and shorthand. 
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Class Specifications - Institution X 

SAMPLE IV 

JOB TITLE : SECRETARY 11 

Nature of Duties ; 

Similar to Secretary I, but handles inore responsible duties with 
Independent judgment in accordance with established policies and 
practices of the depar-hnent . May develop own work routines. May 
provide administrative assistance in a department. 

Experience and Tra I n I ng ; 

3 years experience as Secretary I or equivalent; 60-80 typing 
and shorthand speeds in words per minute. 

Supervision Received : 

Works under only general supervision and requires only outline 
suggestions for unusually complex or unprecedented situations. 

Supervision to Others : 

May supervise clerical helpers or student help. 

Education ; 

High school education or equivalent, with business practices; 
preferably secretarial school or college background. 
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Class Specifications - Institution X 

SAMPLE V 

JOB TITLE ; SECRETARY HI (EXECUTIVE SECRETARY) 

Nature of Du t I es ; 

Similar to Secretary H but performs with even more independence 
and administrative responsibility. Usually works for one of the 
senior executive officers of the Institution. 

Experience and Tra I n I nq ; 

5 years experience as Secretary I and 11 or equivalent; 70-90 
typing and shorthand speeds in words f^r minute. Important 
administrative experience, preferably In a college or university 
setting. 

Supervision Received ; 

Same as Secretary II but may be expected to keep the affairs of 
the office running during frequent absences of supervisor. 

Supervision to Others ; 

May supervise Secretary 1 and/or clerical workers, establishing 
the procedures for the work of the office. 

Educat I on ; 

2 years college plus secretarial courses or equivalent. 

V 
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Ciass Specifications - Institution X 



SAMPLE VI 



JOB TITLE ; CUSTODIAN I 

Nature of Duties ; 

Responsible for day-to-day cleaning and tousekeeplng In an 
Institution's building (or two or more small buildings). 
Mostly Interior maintenance Including but not limited to 
surface dusting; sweeping and nKsppIng; vacuum cleaning and 
shampooing of carpets; washing walU and windows (Including 
outside of windows); cleaning toilets, bathrooms and 
showers; observing building mechanical equipment so as to 
report failures; making minor repairs to fixtures and 
furnishings requiring simple hand tools; and rotated house- 
keeping duties. Occasional floor stripping and waxing and 
exterior work like grass cutting, raking, snow shoveling and 
similar yard care around assigned building. 

Experience and Training ; 

None required, 

Supervl slon Received ; 



Full Instructions at start from Ckistodlan II or Housekeeper. 
General direction for work of 1he day or for several days, 
with close supervision for special kinds of work or occasion. 

Supervision to Others ; 

None. 
Education ; 

No requiranent. 



• 38 



Appendix F 



Class Specifications - Institution X 



SAMPLE VII 



JOB TITLE ; CUSTODIAN it 

Nature of Duties ; 

Responsible for day-to-day cleaning and housekeeping of an 
Institution's building (or two or nore small buildings) . 
Mostly Interior maintenance including but not limited to 
surface dusting; sweeping and mopping; vacuum cleaning and 
shampooing of carpets; washing walls and windows ( including 
outside of windows); cleaning toilets, bathrooms and 
showers; observing bul Iding mechanical equipment so as to 
report failures; making minor repairs to fixtures and 
furnishings requiring simple hand tools; and related house- 
keeping duties. Occasional floor stripping and waxing and 
exterior work i Ike grass cutting, raking, snow shoveling 
and similar yard care around assigned building. 



Experience and Trainlng^. 



Two years as Custodian I or equivalent. 



Supervision Received : 

General and Intermittent supervision from Superintendent of 
Buildings and Grounds and/or Housekeeper. 

Supervision to Others ; 

Supervises helpers as working- leader. Helpers may be part- 
time, students, or Custodian I . 

Education; 



No requirement. 
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Ciass Specifications - Institution X 



SAMPLE VIII 



JOB TITLE ; CUSTODIAN ill 

Nature of Duties : 

Responsible for day-to-day cleaning and housekeeping of an 
Institution's building (or two or more small buildings). 
Mostly interior maintenance Including but not limited to 
surface dusting; sweeping and mopping; vacuum cloning and 
shampooing of carpets; washing waits and windows (including 
outside of windows); cleaning toilets, bathrooms and showers; 
observing building mechanical equipment so as to report fail- 
ures; making minor repairs to fixtures and furnishings re- 
quiring simple hand tools; and related housekeeping duties. 
Occasional floor stripping and waxing and exterior work like 
grass cutti.ig, raking, snow shoveling and similar yard care 
around assigned building. 

Assigned 1o buildings with specialized operations such as 
Chapel (mechanical equipment responsibilities and public 
events) oriSclence Building (laboratory equipment and 
animal care). 

Experience and Tra I n I no ; 

4 years ofCustodlan I or equivalent; capability for handling 
specialized activities of the building to which asslgrted. 

Supervision Rees 1 ved ; 

General and Intermittent supervision from Superintendent of 
Buildings ^and Grounds, 

Supervision to Others ; 

Supervises; helpers as working-leader. Helpers may be part- 
time, students, or Custodian I, 

Education ; 

No requ}n?ment. 
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Class Specifications - Institution X 



SAI^S>LE IK 



JOB TITLE ; SECURITY OFFICER 

Nature of Duties : 

Primarily guards Institution property. Patrols assigned 
areas and checks for fire and safety hazards, intruders 
or any suspicious or untoward circumstances. Aids police 
officers or college officials in control of crowds, dis- 
turbance of the peace, and mischief or misconduct by 
visitors or students; may be called upon by students for 
routine assistance, opening buildings, etc.; assists 
visitors and directs parking. Related duties as assigned. 

Experience or Training ; 

One or two years experience as guard, police officer or 
equivalent. 

Supervision Rece I ved ; 

f^ceives full Instructions Initially from Security Super- 
visor; thereafter may work some shifts alone. 

Supervision to Others ; 

None. 
Education : 

High school education or equivalent. 
Work conditions ; 

Mostly night work and often alone on duty. 
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Class Specif leaf ions - Institution X 



SAMPLE X 



JOB TITLE ; Gf^UNOSMAN I 

Nature of Duties ; 

Performs a variety of duties In connection with maintenance 
of grounds* roads, walks and athletic fields In all seasons; 
also performs unskilled or seml-skllled labor for all oc- 
casions. Uses a great variety of hand tools as well as 
power mowers, snowblowers and the like. May drive trucks 
or tractors and operate snow plows and gang mowers. Moves 
furniture, etc., and sets up for special Indoor and outdoor 
college events. Related duties as assigned. 

Experience and Tra I n I ng ; 

Two years construction or farm work or equivalent. Ability to 
drive trucks and tractors. 

Supervision Received ; 

Full Instructions from Grounds Foreman at start of each 
season's chores. Specific Instructions for new tasks. 
General direction thereafter. 

Supervision to Others ; 

^bne except occaslor^l student help. 
Education ; 

No requirement. 
Work Conditions ; 

Mostly outdoor heavy physical labor In all weather. 
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APPENDIX G 



Sample Class Specifications best COPT AVAILABLE 
from Institutions Y and Z 



Thai certain basic jobs are the same from college to college is shown by the 
similarities in the class specification samples showti in these appendixes. One 
reason for incorporating in Appendix G similar samples from Institutions Y and Z 
is to prove this point and thus alsOf perhaps, make some administrators feel more 
comfortable ahiutt outright copying. Another reason is to show that there may 
well be slight differences in approach. 
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Class Specifications - Institutions Y and 2 

SAMPLE I - INSTITUTIOS Y 

TITLE: Clerk, Accounting 

DEPARTMENT: Cashier's Office 

IXJTIES 

Under limited supervision of a designated supervisor, perform 
clerical and accounting functions. Including accountabi I Ity of cash 
and the balancing of accounts In a system. 

Specif leal iy: 

1. Post to financial records — student and Institutional 
accounts. 

2. Receive payment and receipt for same. 

3. Assist In auditing and checking accounts Including related 
machine operation. 

4. Receive Inquiries by phcne or over-the-counter ami respond 
to them directly or by referral to appropriate personnel. 

QUALIFICATIONS 

Required: High school graduation or equivalent with capability In 
the operation of office equipment. 

Preferred: Completion of high school level commercial subjects and 
one year's experience. 
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SAMPLE II - INSTITUTION Z Class Speaifiaations 



ClERK-TYPjST 



SUMMARY 

A clerk-typist shall provide strong basic clerical and typing 
support for the performance of varied office assignments of 
limited complexity. This person Is responsible for prompt 
performance of routine clerical and typing duties assigned. 

DUTIES 

This individual Is expected to type routine corresponcence, 
form letters, requisitions, lists and tables, file, p-st Infor- 
mation to records. Issue equipment or supplies, and act as a 
receptionist. Periodically one may be expected to tabulate 
cumulative data, type reports, run errands, act as a temporary 
replacement for senior clerical personnel, and give out routine 
Information to visitors. 

SUPERVISION 

A clerk-typist will be given reasonably close supervir.Ion on any 
new or unusual assignment. Moderate supervision will be given 
on routine tasks, 

EDUCATION 

A person is required to have a completed high school education or 
equivalent with some typing training. 

EXPERIENCE 

Generally experience Is not required unless specified ty the 
department. 

ACCURACY 

The clerk-typist should be capable of typing a minimum of forty 
(40) words per minute. In addition, it Is desired that one have 
considerable accuracy In the use of office equipment. 
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SAMPLE III - INSTITUTION Z Class SpeaifiaaUons 



SENIOR CLERK-TYPfST 



SUI^RY 

A Senior Clerk-Typist shall provide clerical skills for the per- 
formance of more difficult, varied duties In the preparation, 
processing, and maintaining of records and correspondence. In 
some Instances including supervision of a small number of other 
clerical personnel. 

DUTIES 

This person may be responsible for any or all of the following 
duties: record personnel, account, and correspondence information 
for reports; file; type from letters and reports desired data for 
reports; review for accuracy vouchers, department records and 
other marter; and may supervise other clerical pera^nnel . 

SUPERVISION 

The person will receive Intermittent general supervision. The 
Individual may be responsible for frequent supervision of junior 
clerical personnel. 

EDUCATION 

A person Is required to have a completed high school education or 
equivalent including, or supplemented by, typing and business 
practice courses. 

EXPERIENCE 

It Is desired that a person have one (1) to two (2) years* ex- 
perience with duties and responsibilities comparable to a Clerk. 
It Is necessary that one give evidence outlining the capabilities 
to perform the additional duties and responsibilities of the 
position. 

ACCURACY 

It is anticipated that the person be able to type a minimum of 
fifty (50) words per minute with complete accuracy. It Is also 
expected that the person be accomplished at compiling, posting, 
and f 11 Ing. 
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SAMPLE IV - imTITUTION Z Class Sp&aifiaaHona 



ACCOUNTING - RECORDS CLERK 



SUMMARY 

An accounting - records clerk Is expected to perform various 
levels of bookkeeping and general accounting functions. This 
person Is expected to keep records of specified detail depend- 
ing upon the area of assigned responsibility. 

DUTIES 

The person In this classification Is generally expected to per- 
form many of the following duties: examine department accounts, 
prepare limited financial statements, reconcile bank statements, 
perform related clerical and accounting work, prepare payrolls, 
operate office machined as required, handle cash receipts, 
maintain accounts, and any other assigned duties. 

SUPERVISION 

The person will receive intermittent general supervision. The 
individual may be responsible for limited supervision of other 
clerical personnel. 

EDUCATION 

ft Is expected that the person have a completed high school 
education, preferably in the commercial - business course, or 
equivalent. Additional training In accounting procedures Is 
hel pfui , 

EXPERIENCE 

Depending upon the position, a range of one (I) to five (5) years 
of experience will be required In the field of the position, 

ACCURACY 

Accuracy In recording and understand fng of accounting detail 
is essential . 
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SAMPLE V - IHSTimiON Z Class Specsifiaations 



SECRETARY 



SUMMARY 

A secretary Is expected to provide basic secretarial and cleri- 
cal skills for positions requiring occasional use of shorthand 
and/or dictating equipment transcription. The person Is respon- 
sible to perform these routine secretarial and clerical duties 
for an administrator or academic department head of the insti- 
tution. 

DUTIES 

It is typical that a person perform the following duties: fake 
and transcribe dictation using shorthand or transcribing ecjuip- 
ment; make appointments; receive and screen visitors; answer and 
make telephone calls; receive, sort and distribute mall; post 
bookkeeping information; type letters, reports, forms and other 
materials from notes or rough drafts; maintain confidential 
records and files; assemble and organize materials used by the 
department head In completing worH assignments; and answer 
routine questions. 

SUPERVISION 

CI OS© supervision by a department head wilt be given during the 
early stages of employment or new work assignments. After the 
learning of procedures, it is expected that detailed Instructions 
are required only when changes In procedure are made or unusual 
circumstances arise. Limited supervision by a secretary of other 
personnel may be required although not common. 

EDUCATION 

It is required that a person be a high school graduate or equiva- 
lent with courses In business practices, typing, and shorthand 
and/or transcription equipment either Included or supplemented. 
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EXPERIENCE 

Beyond the educational background stated, on-the-job experience 
may not be necessary* It Is generally preferred that a person 
have at least one year of experience with duties and responsf- 
bl 1 1 ties comparable to those of a Secretary. 

ACCURACY 

It Is necessary that a Secretary be able to type fifty (50) 
words per minute. When shorthand is required, the rate of dic- 
tation should be at seventy (70) words per minute. Accuracy 
is essential In spelling, business mathenatlcs, and grammar. 



-ERIC 



48 



SAmiE VI - INSTITVTION Z Class Sp^oifioatione 



SENIOR SECRETARY 



SUMMARY 

A Senior Secretary Is e>«pected to provide advanced secretarial 
and clerical skills for positions requiring frequent use of 
shorthand and/or dictating equipment transcription. The person 
may be responsible for the clerical or stenographic work of a 
unit or department. Some of the work Is non-standard requiring 
the employee to work our own production methods and scheduling. 

(XITIES 

In addition to the duties described for the Secretary, the Senior 
Secretary assumes more responsibilities coordinating the details 
of the office; performs more specialized functions or work of a 
more difficult and demanding nature; or Is the secretary to a 
person or persons holding a higher administrative post, 

SUPERVISION 

The person should be able to receive suggestions or general out- 
1 Ine instructions only when new or unusually ccwplex or unprece- 
dented situations occur. The Individual may supervise secretarial 
and clerical workers engaged In performing routine off Ice details. 

EDUCATION 

In addition to tt« basic educational requirements of a secretary, 
it Is desired that a Senior Secretary give evidence of advance 
courses pertaining to secretarial -off Ice training. It Is pre- 
ferred that one have some business school or college background. 

EXPERIENCE 



It Is required that a Senior Secretary have between one (1) to 
three (3) years' experience with duties and responsibilities com- 
parable to those of a Secretary. It Is necessary that one give 
evidence outlining the capabilities to perform the additional 
duties and responsibilities of tfie position. 

ACCURACY 

It Is expected that a Senior Secretary be capable of typing sixty 
(60) words per minute and of taking shorthand when required of 
eighty (80) words per minute. 
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SAMPLE VII - jmmUTXOS Z Class Spdaifioationa 



EXECUTIVE SECRETARY 



SUMMARY 

An Executive Secretary Is to provide responsible and complex 
secretarial and clerical skills for positions requiring dally 
use of shorthand and/or dictating equipment transcription. The 
Individual Is expected to use Initiative and Judgment to relieve 
an administrator of many of his routine and administrative 
matters. The performance of -Hiese advanced and complex secre- 
tarial and clerical duties shall be rendered to senior adminis- 
trative officers of the institution. 

DUTIES 

In addition to the duties described for the Senior Secretary and 
Secretary, the Executive Secretary Is responsible for Initiating 
and coordinating the clerical and secretarial functions required 
In effective implementation of administrative policies. 

SUPERVISION 

The person should be able to receive detailed Instructions for 
extremely complex tasks in addition to broad Instructions con- 
cerning policy and procedure. 

EDUCATION 

In addition to the educational requirements stated for a Senior 
Secretary, It Is desired that a person have completed a business 
college program or a two-four year college program. 

EXPERIENCE 

It Is required that an Executive Secretary have betufeen three (3) 
to five (5) years' experience with duties and responsibilities 
comparable to ihose of a Senior Secretary. It is necessary that 
one give evidence outlining the capabilities to perform the addi- 
tional duties and responsibilities of the position. 

ACCURACY 

An Executive Secretary shall be capable of typing seventy (70) 
words per minute and of taking dictation at ninety (90) words 
per minute. 
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SAMPLE nil - imTITUTXOS 1 



Claaa Sp^oifisations 



TITLE; 



Library Assistant I 



DEPARTMENT: Library 



DUTIES 



Under the direct and close supervision of an experienced library 
assistant <or a professional librarian), performs routine library 
work at the beginning, sub-professional level. 

Specifically: (typically) 

1. Charges and discharges books. 

2. Registers borrower. 

3. Collects fines for tardy return or payment for lost books. 

4. Prepa~ts overdue notices. 

5. Sorts and files circulation cards. 

6. Types subject headings on catalog cards. 

7. Checks In periodicals and sends monthly claims on missing 
I ssues . 

8. Answers student and faculty questions at main desk or In 
office area. 

9. supervise student assistants. 
10. Does related work as assigned. 



QUALIFICATIONS 



Required: 



High school graduation or equivalent, with typing 
skill (45 w.p.m.) 



Desired: 



Some college work or library experlemje. 
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SAMPLE IX - INSmvrm y class Speoifioatiom 



TITLE: CustodJan 

LOCATION: Physical Plant or Business Office - Donnltorles 



DUTIES 

Under general supervision Is responsible for the day-to-day 
fnafntenance and cleaning of a university building (academic or resi- 
dential) or two or n»re small buildings. 

Specif leal iy: 

1. Vacuum, sweep, mop or scrub floors or carpets, 

2. Clean, polish and dust furniture and fixtures. Including 
bathrooms. 

3. Wash and clean windows and other glass surfaces. 

4. Collect and dispose of waste products — paper, cans, 
bottles, etc. — and replenish supplies. 

5. Lock and unlock doors of laboratories, classrooms, resi- 
dential rooms, storerooms, trunk rooms or supply rooms, as 
Instructed. 

6. Perform simple repairs Including replacement of light bulbs 
and report items requiring repair or raplacemeot. 

7. Perform related duties as assigned. 



QUALIFICATIONS 

Understanding of cleaning materials and ability to follow oral or 
written instructions. Physical condition adequate to perform assign- 
ments. 
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SAMPLE X 


- IliSflTUTm y Ctaaa SpeHfiestions 




TITLE; 


Groindsman 




LOCATION: Physical Plant - Grounds and Roads 






DUTIES 




Under dirsct supervision to perform a variety of activities In 
grounds malntedance and minor construction. 




Specif Ically: 




1. 


Repair and maintain roads and parking lots using such power 
tools and hand tools as may be directed. 




2. 


Maintain shrubs, trees and flowers Including transplanting, 
cultivation and pruning. 




3. 


Assist In tree trimming or removal. 




4. 


Remove snow from walks and roads and operate hand (or power) 
tools as directed. 




5. 


Operate power lawn mower. 




6. 


Clean streets, lawns, gutters and catch basins. 




7. 


Perform related work as assigned. 

QUALIFICATIONS 




Accpetabie: Physical ability and willingness to perform work assigned. 




Desired: 


Experience (2 years) In minor construction. High school 
graduation or equivalent. 
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DefliiititmofTenns 



Pc^iTioN. A group of tasks that arc performed by one person. In any oipinization there wiH be as many positions 
as workers. In an ofiice« for example, there might be four positions of accounting cierk« each of which wouid 
be lilkd by a different individual 

Classification. A group of similar positions. Thus in the ^ve case the four positions of accounting clerk would 
constitute the classification of accounting cleHi in the institution. In any institution there might be only one 
person or there may be many persons en^^ed in the same classification of work. 

Position analysis. Procedut^s by which information is obtained concerning the nature and conditions of the 
work involved in a specific position. 

Position description. Summary of the most important features of a position in terms of its general nature and 
of the type of individual required to perform it in im efficient manner. 

• 

Class or classification specifications. A more detailed and carefully otganized description of all typical 
features of positions sharing the same c]assincatH3n. 

Pi^iTiON EVALUATION AND CLASSIFICATION. <Sometimes referred to as jd3 rating and classification.) Systematic 
effort to utilize position descriptions and evaluate them with the dyective of devetoping aiid oiganizing a 
cat^rized grouping of positions. (Evaluation itself is an analytical process for ckteimining the relative value 
of a job in comparison with all other jobs. It correlates the essential factors of a specific type of job.with the 
qualifications necessary for its competent performance. It does not rate the employee's value on the job.) The 
resultant classification structure fonns the basis for wa^ and salary administration. It ^vides, at the same 
time, a basis for determining appropriate prcmotions and transfers. Classification of various jcrt)s is on a dual 
basis— i.e., by function and gradte of work involved with the latter est^lishing divisions within th^ ftinctional 
classes. 

A mte range can be established as a result of the position evaluation ami classification pn>cess« but the 
determination of the late within the establisl^d range that will be paid to the empk>yee is another function 
known as merit rating* Position ev^uation ami classification rates the position, not the emptoyee* 
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